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HRMS Organizational Management 
Update Position Name 

Organizational Management (OM) Processor and Personnel Administration (PA) Processor use this procedure to 
update the position name, using transaction code PO13. 

IMPORTANT–PLEASE READ!! 

  

IMPORTANT! If you are 
the Organizational 
Management Processor, 
begin here. If you are the 
PA Processor, skip to step 
12. 

1. Enter transaction code 
“PO13” in the 
Command field and 
press Enter, 

OR 
Follow the menu tree: 
Human Resources→ 
Organizational 
Management→ Expert 
Mode→ Position. 

 

· This procedure may require a hand-off to another role (PA Processor) depending on the structure of your 
agency and your role at your agency. 

· A name change to a position requires the PA Processor to create a new Organizational Assignment (0001) 
infotype. 

PO13 
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2. Enter the Position 
Number in the 
Position field. 

3. Click  Enter. 

4. Click on the box to the 
left of the infotype 
Object. 

5. Click  Copy. 
 

 
  

6. Enter the starting date 
in the Validity field. 
End date defaults to 
12/31/9999. 

7. Enter the abbreviation 
of the Organizational 
Unit name in the 
Object abbr. field 
(agency-specific). 

8. Enter the name of the 
Organizational Unit in 
the Object name field 
(agency-specific). 

9. Click  Enter. 

10. Click  Save. 

11. Click Yes to save. 

 

 
 
 

  
 

Note: State of Washington 
Position Numbers always 
begin with a 7. 

Hint: Up to 12 characters 
are allowed in the Object 
abbr field, and up to 40 in 
the Object name field. 

Important: If you do not select 
“Yes” on this screen, the record 
will be deleted and no record 
will be stored. 

This marks the end of the transaction for the Organizational Management (OM) Processor. After saving, pass 
the Position Information to the Personnel Administration (PA) Processor, who will continue the transaction. If 
you are the OM Processor also performing the PA Processor role, continue the transaction. 
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IMPORTANT! The 
following steps are 
performed by the PA 
Processor. 

12. Enter transaction code 
“PA30” in the Command 
field and press Enter, 

OR 
Follow the menu tree: 
Human Resources→ 
Organizational 
Management→ Expert 
Mode→ Position.  

  

13. Enter the employee’s 
Personnel no. 

14. Click the box to the 
left of the infotype, 
Organizational 
Assignment. 

15. Click  Copy. 

 
  

PA30 
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16. Enter the Start date 
of the record. 

17. Click  Enter. 

18. Click  Save. 
 
This completes the 
transaction to Update a 
Position Name. 

 
 

New Position 
name 


